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What you will learn today…
How to…
1. Submit a CalOMS File
2. Receive a Submission Report
3. Request a Submission Report
…all via ITWS

CalOMSCalOMS

ITWSITWS



Submit – Create a File
• Counties and DCPs create CalOMS files 

– Resources
• Data Dictionary
• File Instructions
• Data Standards 
• User Documentation

• Submit files to ADP via ITWS
– ITWS is Information Technology Web 

Services portal operated by Department of 
Mental Health (DMH)



Submit – via ITWS
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Submit - Notification
Email…  to submitter (Successful Submission)

Provides a 
Relevant 

Subject Line

Provides a 
Total Records 

Count

No File Level 
Errors Reported

Names the 
File You Sent

Subject: CalOMS File Processing Summary

PROCESSING SUMMARY

File name: ADP_COT_19_T_00055.TXT

Total Records Processed: 19
Records Accepted: 9
Records Rejected: 10
File Level Errors: 0

Record 
Acceptance/ Rejection 

Summary



Subject: CalOMS File Processing Summary

PROCESSING SUMMARY

File name: ADP_COT_19_T_00056.TXT

Processing Errors: Load of file ADP_COT_19_T_00056.TXT failed on
line 28 due to the following errors:
Only one header is allowed.
000 (Fatal): File is unreadable or not in expected format.  File
rejected.

Submit - Notification
Email…  to submitter (Un-successful Submission)

Identifies the 
specific file 
level error

Provides a 
Relevant 

Subject Line

Names the 
File You Sent

Note: No Error and Submission Report produced
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Receive a Submission Report
• “Error and Submission Detail Report”
• Provided automatically
• Provided for each successful submission
• Provided in PDF format, zipped
• Delivered to ITWS folder



Receive – ITWS Navigation
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Receive – Report Description

2

1

5
4

3

7

6



Receive – How to Use the Report
Use list of errors to 

determine what corrections 
must be made
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Receive - Troubleshooting
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Request a Report
• Creates “Error and Submissions Detail Report”
• Same format as automated report
• Select submission Begin & End Dates
• If report generated immediately

– Provided as PDF on screen
• If report generation delayed… 

– Email notice provided when completed
– Report sent to ITWS Folder



Request – ITWS Navigation
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Request – Web Page
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Request – Report Description
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Navigation Overview
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Main PageMain Page

CalOMS 
Home Page
CalOMS 

Home Page

Systems
CalOMS

Systems
CalOMS

Functions
Operational Reports
Transfer Files

Functions
Operational Reports
Transfer Files

Error and Submission 
Details Report Page 

(to request reports)

Error and Submission 
Details Report Page 

(to request reports)

Transfer Files Page 
(to submit data)

(to retrieve reports)

Transfer Files Page 
(to submit data)

(to retrieve reports)

For a Tour of ITWS…
https://mhhitws.cahwnet.gov/docs/public/virtual_tour.asp



Questions


